
Spring 2025 

PARA STUDENT TEACHING APPLICATION 

INSTRUCTIONS 

Part I ± General Application Information 

Part II ± Student Teaching Placement Form 

  (same website as above)   

Part III ± Letter of Application 

Part IV ± Resume 

Part V ± District Contract 

Note:  Submit 2 complete packets of Parts I, II, III, IV and V 
     (Paperclip materials, no 2-sided printing) 

Submission Dates: February 26 - March 8 (Macomb)  

February 26 ± March 1 (Quad Cities campus) 

(You must schedule an appointment with your teacher education advisor) 

*** Candidates must be fully accepted to the Teacher Education 

Program in order to submit an application to student teach.  *** 

Contact Information: 

Lisa Litchfield Tammy Wilson 

Field and Clinical Coordinator Licensure Officer 

Horrabin Hall 40  Horrabin Hall 40 

(309)298-2117 (309)298-2117



Western Illinois University 

College of Education and Human Services 

 

Part I ± PARA STUDENT TEACHING GENERAL INFORMATION 

      www.wiu.edu/cpep 

 

Directions:  Carefully complete this entire form.  Applications will be processed in the order they are received. 

Information must be typed.  

 

STCH SEMESTER:    FALL       SPRING   YEAR: ________ 
 

NAME: _________________________________________     MAJOR: _______________________   

 

WIU E-MAIL ADDRESS: ___________________________  WIU ID: ________________________ 

 

HOME ADDRESS:__________________________________________________________________ 

       Street                                                           City                       State        Zip 

 

CELL #: ________________________       ALTERNATIVE #: _______________________      

 
 

I realize that it is my responsibility to know and meet all prerequisites for student teaching and that the final assignment is contingent 

upon my fulfilling this responsibility. 

 

I authorize the Student Teaching Program to release related information upon request of the school district. 

 

I understand I am required to provide my own transportation to and from the student teaching assignment.  I attest that when using my 

personal auto, I am covered by valid auto insurance that provides at least the limits of coverage statutorily required to legally operate 

my vehicle in Illinois and all other jurisdictions in which I travel. 

 

 

 

Student Signature ________________________________________________ Date _______________ 

 

 

Recommend for student teaching ___________________________________     Date _______________ 

               Advisor Signature   

 

      

 

 

 

 

 

 

 
 

For Office Use Only:   Candidate's name did not appear on the Convicted Methamphetamine Manufacturer 

Registry, the National Sex Offender Registry or ISP Child Murderer and Violent Offender Against Youth Registry. 

        _____________   ____________ 

                      Date  Advisor Initials 

 
 

  

  



Part II ± PARA STUDENT TEACHING INFORMATION 

 www.wiu.edu/cpep 

 
Directions:  Carefully complete this entire form.  Blank spaces indicate your willingness to be placed in any available placements.  

Applications will be processed in the order they are received. Information must be typed. 

 

NAME: ______________________________    MAJOR: ____________________________ WIU ID: ____________ 
   

 
 

 

Anticipated Job Placement 

 

Name of School _____________________________________________________________________     

 

City/Town__________________________________________________________________________ 

 

�x 



 

Part III - LETTER OF APPLICATION 
 

To prepare for writing this application, review the WIU Center for Career Preparation and Employer 

Engagement website for information related to writing a cover letter and resume: www.wiu.edu/careers.  

  

Contact Lisa Litchfield at (309)298-1281 or la-litchfield@wiu.edu  for assistance.  

 

The University Writing Center offers assistance to students as well: uwc@wiu.edu or (309)298-2815. 

 

The letter of application is important. The individual receiving it may be influential as to whether you have  

a teaching contract in that district after the student teaching experience is over. 

 

This must be a formal letter and free of typos and grammatical errors. 

 

Letter of Application Guidelines:  (See Sample) 

Three paragraphs. 

Font: ³Times-Roman", "Arial", "Calibri". The sizes should range from 10 to 12.  

Single spaced.  Center on page with appropriate margin widths. 

Paper-white (no designs). 



Your street address 
Your city, state, zip code 
Date 

Dear Building Administrator: 



Part IV - RESUME 

Following is information to assist in the preparation of the resume. This document must be formal and free of 
typos and grammatical errors.  A resume is an individualized marketing tool that should highlight your 
strengths.   

Consider the following points: 
�x Think about any relevant experience that you may have as it pertains to the position to which you are

applying.
�x �/�R�R�N���D�W���W�K�H���U�H�V�X�P�H���I�U�R�P���W�K�H���U�H�D�G�H�U�¶�V���S�R�L�Q�W���R�I���Y�L�H�Z���U�D�W�K�H�U���W�K�D�Q���I�U�R�P���W�K�H���Z�U�L�W�H�U�¶�V���S�R�L�Q�W���R�I���Y�L�H�Z��
�x Focus on being thorough and detailed, yet brief and concise.
�x Select appropriate resume headings such as:















POLICY FOR LATE STUDENT TEACHING APPLICATIONS 

 

Candidates in the Western Illinois University Teacher Education Program (TEP) are required to file a 

student teaching application one year in advance of the student teaching semester. Applications are 

distributed at meetings held each semester (typically September and February), and a deadline date is 

established for those students planning to student teach the next academic year. This deadline date allows 

the Office of Teacher Education to finalize staffing needs and to begin articulation with public school 

personnel for quality student teaching sites. 

 

 

Candidates must be fully accepted into TEP before student teaching applications will be accepted.  

Specific requirements for admission to TEP are delineated in the WIU Teacher Education Program 

General Handbook which is available on the website at http://www.wiu.edu/coehs/teacher/. 

 

 

Candidates who fail to submit a student teaching application during the published deadline date may 

appeal to the Selection, Retention, and Appeals Committee for approval to submit a late application. 

However, candidates are reminded that committee approval may only be granted to those demonstrating a 

valid case for exceptionality. Appeal forms are available in the Office of Teacher Education, Horrabin 

Hall 40, the QC Advising Center, or online at www.wiu.edu/cpep.  



PARA STUDENT TEACHING PROGRAM FACT FINDER 
 

The following information may be helpful in addressing specific questions related to the student teaching 

experience. 

  

APPLICATION: Application to student teach must be made one year in advance of the student teaching semester. 

If you are uncertain about your eligibility for a specific semester, please contact your education advisor to review 

your academic plans. 

 

Each candidate is responsible for submitting the student teaching application to their teacher education advisor on 

or before the published deadline date. 

 

APPLICATION CHANGES: Once your student teaching application has been submitted, do not expect to change 

your first-choice region selection or the preferred grade level. We will have started the initial phase of site 

selection, and last-minute changes can circumvent our best efforts to obtain quality school settings. 

 

BACKGROUND INVESTIGATION: All student teacher candidates must complete a background investigation 

the semester prior to student teaching.   

 

CENTER for CAREER PREPARATION AND EMPLOYER ENGAGEMENT Visit the Center in the lower 

Level of Memorial Hall or on-line at careers@wiu.edu to get help in revising your resume, cover letter, and other 

professional documents including professional portfolios. The Center also conducts mock interviews to enhance 

your interviewing skills and identify your strengths and weaknesses in that setting. The Handshake system 

(https://wiu.joinhandshake.com/login) allows you to upload your resume and search for available teaching 

positions.  To make an appointment, please contact their office at (309) 298-1838.   

 

CHANGE IN STATUS: If you move to a different address, please notify the Coordinator of University Field and 

Clinical Experiences at (309)298-1281 (this includes your new residence each semester, prior to the student 

teaching semester). Oftentimes, supervisors of student teachers will direct this department to contact a candidate to 

set up a scheduled interview with a prospective mentor teacher and/or building administrator.  Also, notify the 

Office of Teacher Education at (309)298-2117 if you drop out of the WIU Teacher Education Program. This 

notification will allow the field-based supervision specialists to be alerted well in advance of the start date for 

student teaching. 

 

If you are not going to be enrolled in courses at WIU the semester prior to student teaching, please inform the 

Coordinator of University Field and Clinical Experiences at (309)298-1281. 





SPRING 2025 PARA STUDENT TEACHING CHECKLIST 



 CONTENT AREA TESTING 
http://www.il.nesinc.com/ 

Most ILTS tests are administered year-round by appointment, Monday through Saturday (excluding some    

holidays). 



 
 

 

ACKNOWLEDGEMENT OF MANDATED REPORTER STATUS 

 

 

I,  , 






